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: Chi&f General Services Office ‘ 27 \!fbvanber 1953
THRU af‘hief, Records Services Division .~ : :
Chief, Machine Records Branch =

Discussion on Proposed Leave Systems

25X1 : [ ]of Comptroller's (ffice called a mesting on
iuesday November 2L, 1953 at 9 A.M., in Ms office, Thia meeting
was called to make plans and get a date for inaugurating cne
or the other of the proposed lsave ayatems on a trial basis,

25X1 | |of the Comptroller's -

25X 1 office, | of Payroll
Section and | of “achine Records Branch attended this

25X 1 meeting, It was decided to try the decentralized manual system

first. The reason for this is that the manual system has the

means for starting at any time; that is, completed procedure and a
revised T/A was designed for such a system. The machina

system would not be able to go in effect until printed card forms
can be obtained, which would take about sixty days, and the .
instructions for T/A clerks have not bren prepared, This would

not be an opportune time for Payroll Section or Hachine Records Branch
to try the machine system, aue to end of year reports and ohangea

to te made in payroll operation, :

The Decentralized Manual System will be tried for a period
covering L pay periods and at the end of that time, the machine
system will be tried using the same offices that were used for

the manual system experiment,
| | 25X1

| —
Chief, Machine Records Branch
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Report for weell ending 27 Noverter 1953 from RECORDS DISPOSITION ERANCH

Foreim Brosdezst Infarmation Dirision

Analyshs uwssigned to tole O cuntlnue Lo inveniowy
the records holdings of the Divigion. Becsauge of
the Tank of procedvral regquirements for haniling
wail and wecord materia’, and hecause °f *the e¥-
tremely disorderly arrangement of preag-nt macomds
holdings, 11 is felt that this 0% should Le
accomplished in the following order:

‘,,i » ICentify &1l curremnt Files to be maintained
Tooearmring vab the operationel actlviiies
07 the Divisiosn: determine the wosl appropri-
ate Ineatlon of Yhese Dlles; and delorwize
how these £1les are to be waintained, (This
activity would provide for the developwent e e
of systems and procedures for handling and
maintaining well and records).

2. Physically remove all inactive records.
stocks of pudblicasions and obsolete refer-
ence meterial to the Hecords Center.

’
. © g -

3. Establish systems as developed in Itew No. 1.

h, Train wel! 2nd files personnel for opersting
newly established eystens.,

5. About slx wonths after newly established
syatens have heen installed, write a r=corids
control schedule.

Medical Ofice

The icking of an inventory of the records of thls office
will begin on londa¥, 30 November. All working letail
has been discussed 8P4 agrecments reached.

Chief, Records Diepogition Branch
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vmmm m&ﬁmﬁé’f Novesber 1953 from YOG Wﬁm?m

In comnection wiith the standapdisation of ype fonts
for forva, several srrors hee bem discovered in the
mmmsmmmummmmm

e reloase of memo MG concerning the Securily (les-
mMiicalion of Formsg snd ‘he use of phrase *wWhen Filled
In"hazshammﬁ.dmpmkﬂng the relsase of M,

Tuo Lpral’ Slides, at the suggestion of ¢ ORR,
have been foxwariod o the Pemtagon for

nocessary corrections in opder that they will bettar
£i11 the needs of this Agency. mm&smw
be returnsd next weolk,

eply o Insentive Awards Comlttee on Suggestion
o, 376 had to bo refyped the second tlme becmise
of typist maunderstending instructions, Coording.
tion on Wis reply is expeoted to be obtained,

Copy of AFE 9wl has been sent to| _| Area
‘Reeords UffScer for the (ffice of Lomplroller,

0n 19 lovenmber, contact was nade with | | and
] Room 2704 "1 Bldg. byl | ad vy
. salf concernming ihe famti Mmmﬁm =
processing of the various tion rt forma,
| pf the Reproduction Divigion im *IF Hidg,
wag alsc contacted, Arrengemants wore made with
or study to be mede on 23 Hoverber, BHallde
Officers were contacted to detaredne I
; M&mﬁnmn@wmwﬂmmfmw
L amungﬁ.&

MW&%WMMM, el 1ame,

Inspection was nade of e Reproduction facilities
located in 2705 *1® Rdg,

wp o r YR ECT
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Qurrent Requests for Now, Revised snd Reprinted
Fornae.

Ho. of Hong coples

iosr [+ 20,000

Geviglons 3 5 300
Reprints 13 | 'm
PRy

+{ 3

Obsolete Forms 1

Request for one nuv fopm disaproved and an aproved
for sabstltuted,
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Report for week ending 27 Noverber 1953 from RECORDS CENTER BRANCH

1. Arrsngewents have been wade with GSA/PBS
for tha srection of 100 sactions of steel
shelving at $5.50 per section. This price
represents s saving of $4.24 per section
over the price charged by the private con-
tractor. Howvever, it appears that ihere
vay be some delmy in securing the skilled
hbgrrequitcdforthe Job from the GEBA
m -

2. Estimates on the cost of bracing the
steel shelving mov erected are being se-

¥hTe?, Necords Uenter branch

A SN P2
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Report for week: ending 27 Roverber 1953 frow RECORDS SYSTEME BRANCH

Office cf the Director - Following & discussion

- with Tegarding the neel for lwplement-
25X1 ing the instructions comcernin; the Iiling of
record coples of staff papers as stuted in Regu-
25X1 iation a Gra’t of a proposed notice vas

prepared and Torwarded for his conslderation.

Office of Intelllgence Coordimation - The adapiion
of the Apency ﬂ%e ¥anusal to the Tlles of OIC was

dtacunged vithl that 25X
office. Ouwr impressitn Is that {Wt—ﬂc t the
‘Mamual {s applicable to their materisi but further

discussior will be necessary.

Mail Control Section ~ Om 23 November, the Mail
Control Bectlon took over frow the Logistics
Office, the responsibility of handling the bulk
unclassified material (OLI/P) between the Depart-

25X1 went of State and Tempo[ | A Logistics laborer,
W_‘ reported for temporary duty with
25X1 ontrol Section to assiat 1a the handling

of this weterial. and for any other runs which may
require a laborer. Following is lisied the quan-
tity of waterial hendled on each dey so far:

Nov. 35 bags, State to[ ] 25X1
24 Nov. 11 bags, g boges State to[ ] 25X
25 Nov, 15 bags. L boxes State to[] 25X1
T bags [ 1o State 25X1
The greatest problew in commection with thls new
duty is that these heavy mall bags must be
carried up and down the stairs at Tempo[ | 25X1
As the result of & request from Chief, SR/AL (DD/P)
Por an ajditiomal messenger stop 1n|_:| regular 25X1
service was started on 23 November.
25X1 - On 24 Novenmber, | | messenger, was
interviewsd byl [oF tae Cable Becre-
25X1 tariat in regard to & courier positios.
25X1 Toe agzreed to accept this position,

cortingent on & sultable replucement.

Chief, Records Dystens Branch
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Average Week
This Week last Fiscal Year

1. Microfilming
Images filmed-Rotary Camera L 0 18,697
Flat-bed Camera +T20

2. Records Center-(all figures in cubic feet)
Records received for processing o -

and storage
References to record material 178
Records material destroyed

o8

3. Supplemental Distribution Center
a. New material for stock:
Information Reports ' l,ago 624
Intelligence Reports 5 15

b. Supplemental Distribution:

Information Reports 315 306
Intelligence Reports 173 191
Notices . %g aﬁ
Regulations ‘ 0 1
QOthers 9
c. Initial Distribution: 5
Notices 2 1.7
Regulations o '5
Others *
4, Mail Activities
a. DPost Office Mail
Incoming - 5;01h 5:°6h
Outgoing 6,913 6.537
b. Postage expended $839.09 $500.12
¢. Scheduled Courier trips 20 240
d. Special Courier trips 96 95.3
e. Inter-agency mail by Courier ‘ ;
Incoming i’ggg 1 ggg
Outgoing ’ ’
. Personnel actions: a
Recruitments 3 :
Separations
g. Use of Motor Pool Vehicles
Available - b -
Available but delayed 0 b
Not Available 0 °

N ot ) A
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